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DESKGUIDE — ATAAPS CERTIFICATION

CERTIFICATION IS TO BE COMPLETED PRIOR TO 4 PM EST THE TUESDAY
FOLLOWING THE END OF EACH PAY PERIOD. ANY EXCEPTIONS TO THIS
DEADLINE WILL BE ANNOUNCED ON THE ESS AND ATAAPS HOMEPAGES.

CERTIFICATION:

To perform certification responsibilities using the ATAAPS Web version, follow the instructions
below:

1. Open browser (Internet Explorer is preferred)
NOTE: Browser must be 128 but encrypted and Internet Explorer version 5.x or higher.

2. Go to the U.S. Department of Energy’s Employee Self Service at the following URL:

https://mis.doe.gov/ess

Note: DOE Employee Self Service is available from your home using your local Internet
Service Provider anytime, Monday through Saturday. The enterprise server database files are
taken down for backup purposes each Sunday from 7:45 p.m. until midnight Eastern Time. DOE
Employee Self Service will not be available during these backup periods.

The myPay website is usually unavailable each Sunday from approximately midnight until 6:00
a.m. Eastern Time. This outage affects viewing your leave and earnings statements as well as
updating payroll functions. ESS will be available as normal during the myPay outage.
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3. Click "Login" and the following screen will appear. Enter your User Name or CHRIS
Employee ID and Password.

3 ESS: Login - Microsoft Internet Explorer, provided by DOECOE | X
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4. Click on “Authenticate Me” and the following screen will appear.
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| Review | Update | pcopicsin | Training [ 1DP | PMCDP_frime/Leavel _Help |

Text-onlv menn | Admin access

Good morning, | . Todav is Fraday, May 21, 2010, 08:05:43 AM EDT.
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To log into ATAAPS, click on the Time and Attendance (ATAAPS) tab in the drop-down menu
under the Time/Leave tab on the ESS homepage.

em pIDvEE SEIf SEWiCE Welcome Page | Feedback | Change Password | Change Usemame | FAQ | Links | Phonebook | Logoff

[Review | updote | ,CEEL [raning | 107 | Pucoe Jmertond e |

Time and Attendance (ATAAPS)
Textonls mon | i access |

Chood morting, . Today 15 Thursday, August 21,
L | Deetealeaverequest |

ESS Help Desk: 301-903-0605 - Certifier leave request processing
ESSSupport@ha. doe. gow

Voice yo

Submit a SiREIIES
Payroll’ATAAPS Help Desk: 301-903-2500, Option 4 _Verify T&ALeave

ggﬁfg; QII-]II;];; %ig:ks@uiﬂoég’eogp;m 4 (Fayroll Support) - Employee List by Roster Certifying Official

e enn:

The Privacy Warning page is then displayed.

Disclaimer

Legal Matice
*# For Cfficial Use Ondy **

WARNING PRIVACY, AND SECURITY HOTICE

Thig is a Departmett of Energy computer system. This compater systet, inchuding all related equipment, networks and network devices (specifically
including Internet access), are provided only for authorized 1.3, Governmert use.

DOE computer systems may be motatored for all lawful purposed, including ensuring that their use is authotized, for management of the system, to faciitate
protection against unauthonzed access, and to venfy securty procedures, survvability and operational secunty. Monitoring of Title 5, U3, Code and Title 31
1.3, Code for the pupose of tepoting includes active attacks by awthorized DOE entities to test of vetify the secutity of this system. Duritis monitoting,
itformation may be examined, recotded, audited, copied and used for authotized purposes. All information, including personal information, placed on of sent
ovet this system may be monitored, recorded and audited.

Uge of this DOE computer systemm, authorized or uwnavthonzed, constitutes consent to monttoring, recording and auditing of this system. Unauthotized uge
may subject you to criminal prosecution. Evidence of unauthotized use collected duning monitoting, recording and auditing may be used for adminstrative,
criminal or other adverse action. Use of this system constitutes consent to}noniton’ng, tecording and auditing for these putposes.

This information is eoveted by the Privacy Act of 1974, as amended, 51030, Bection 3524, and it must be protected from unauthorized aeeess ot use, For
Official e Oy (FOUTO).

[ agree to the above terms of use.

After reading the disclaimer, click "Yes" to continue.
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The ATAAPS main menu will appear. First, verify the correct UIC is listed next to the “Change

UIC” link. If you have access to more than one UIC, click on the link to change. To certify
time, click on the "Certification" link.

ATAAPS Menu

Timekeeping Administration Accounting Utilities

Labor Certification Task Inquiries

Labor/Leave Review Pe nel Management Job Order ShA

Timekeeper Review Rozter Management Work Center Defaultz/Favoritez Maintenance

Default Labor Team Management Uzer Data Change UIC - 3C0000
Employee Reopen Sub Account Reporiz Verify UIC
Databaze

Retroactive Pay Periods

Retro Timekeeper Review
Retro Certification

The following page is then displayed. To change pay periods click the << button to proceed to
the prior pay period or the >> button to see the next pay period. Alternatively, click the Begin
Pay Period drop down arrow, then click the PayPeriod button to select that pay period. To
certify time for a different Roster, use the << or >> button to proceed to another Roster. You
may also click the Roster drop-down arrow, and then click on the Roster button to select that

Roster. Notice that the system displays the earliest date in which Certification can be completed
for the current pay period.

Go to Bottom
Employee Information

Logged In As: CARON, PAULETTE D UIC: TRAIND

Roster: PAULETTE'S ROSTER | | ﬂ ﬂ Roster |
Begin Pay Period: 2010-Jun-08 ﬂ ﬂ PayPeriod |

Certification iz not permitted until 2010-Jun-17

2
Detail | Certify | Concurred Employes SEN Scheduled | Reported | Regular | PdLeave | UnPdLeave | Premium | Certifisr Name
l:@ - - GOOFY, REALLY |***= 7777 | &0.00 20.00 | 75.00 5.00 0.00 .00
@ r r HOUR, HAPPY == e GREG | 40.00 40.00 | 35.00 4.00 0.00 0.00
l:@ - - MOUSE, MICKEY |****3222| 40.00 40.00 | 32.00 2.00 0.00 0.00
El Cancel |

Go to Top
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First, the certifier is to view the labor details for each employee by clicking on the “Book” icon.
After reviewing the labor details, click the “Back” link on the page and do not use the browser
buttons.

To certify an employee’s data after reviewing their detail information, click in the Certify
check box then click Save. To decertify, uncheck the box then click Save.

Note: The Certify check box will be grayed out if all employee labor hours have not been
reported or if the certification window is not yet open. Certification may be performed
beginning the second Thursday of the pay period until the following Tuesday prior to 4 pm EST.

The following screen appears after you select the “Book” icon.

Go to Bottom

Employee Information

Roster: PAULETTE'S ROSTER UIC: TRAIND
Employes: GOOFY, REALLY

Pay Period: 2010-May-09

Labor Details

May| 9 10 | 11 12 13 | 14 | 15 | 16 17 | 18 19 | 20 |21 | 22
Work Center Taszk Job Order |Type hr | Sun | Mon | Tug | Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Total

TRN1 123455789 RG 3.00 | 8.00 8.00 | &.00 8.00 | &.00 | .00 | &.00 |8.00 72.00
TRN1 REGTASKD3 L& 2.00 8.00
Go to Top
@ Back h

The certifier is to review each day’s labor hours and ensure that all time is reported accurately.
If changes are required, notify the timekeeper to make the changes. Once changes are
completed, you will repeat these steps to review the modified timecard.

Certifying an employee’s timesheet will lock their labor record. The timesheet can be viewed,
but not modified. To make a correction, the certifying official must ‘de-certify’ the timesheet by
un-checking the box and saving.

Once all timecards have been successfully certified, the screen appears as below.

Go to Bottom
Employee Information

Logged In As: CARON, PAULETTE D UIC: TRAIND

Roster PAULETTE'S ROSTER | v/ ﬂ ﬂ Roster |
Begin Pay Period: 2010-May-08 ﬂ ﬂ PayPeriod |

Employee Information

Detail | Certify | Concurred Employee SEN Scheduled | Reported | Begular | PdLeave | UnPdLeave | Premium Certifier Name
@ v [l GOOFY, REALLY |*=*= 7777 | 20.00 20.00 72.00 2.00 0.00 0.00 |CARON, PAULETTED
lﬂ I~ = HOUR, HAPPY *: i OREE | 40.00 40.00 36.00 4.00 0.00 0.00 |CAROMN, PAULETTED
m I~ = MOUSE, MICKEY |*=*=2222| 20.00 30.00 80.00 0.00 0.00 6.00 |CARON, PAULETTED
Save Cancel I

Go 1P Top
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REPORTS:

The following reports should be used by certifiers.

LEAVE SLIPS:

To view leave slips that have been submitted by members of a specific Roster, click on the
“Leave Summary by Roster and Pay Period” report from the ESS homepage in the Time/Leave
drop-down menu.

ime/Laav e m

Time and Attendance (ATAAPS)

Leave Request Processing (SF-71)
Bl - Submit a new leave reguest
- Review current leave reguests
- Delete a leave request

- Certifier leave request processing

[=]

Reports
- Verify TRA/Leave
- Employee List by Roster Certifying Official

172

|

Certifier Leave Reguest Review
- Leave Calendar for selected rosterifemployee

- Leave Summary by Roster and Pay Period

The following screen appears:

Leave Request Sumomary by Team / Pay Period

Select a Team and Click on 'Continue' to view the Leave Summarv Eeport by Pay Period.
-- Select Team - \[:}3

Continue

Back to ATAAPS menu
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Use the down arrow button to select the Team and then click the Continue button. The following
screen appears:

Leave Request Summary by Team / Pay Period
(Team: PAYROLL)

Select a "Pav Period Pay Start date” from the drop down below and click the "Re-Dao” button

Pay Period / Pay Start date
201013 | 06/06/2010 v| [ Re-Do ] Instructions

Pay Period (start - end ): 06/06/2010 - 06/19/2010

- From To From To Total
- '\ .
Status ‘Emplu} €€ ame Type of Leave ‘ Date ‘ Date ‘ Time ‘ Time Hours
f 1102 1072 2- 4 4
Approved | | Really \Annual | 06/1012010 | 06/102010 | 12:00pm | 400pm |4
Approved | \Annmal | 06/1412010 | 06/15/2010 | | 18

Select another Team

The certifier is to verify that all leave has been recorded properly on the timecard. If you click
on the status of a particular request, the leave slip will open up for your review.

LEAVE BALANCES:

To view the leave balances of a particular employee, click on the “View Employee Leave” link
on the certification details page. This page is displayed after clicking on the “Book Icon” for
each employee during the certification process.

(ST ERTITI

Go to Bottom
Employee Information
Roster: PAYROLL Uic: 3Co000

Employes:
Pay Period: 2010-Jun-08&
Wiew Employee Leave

Yiew cmplpyee Leave
T
Labor Detai

June| & i & 3 10 (11 (12| 13 | 14 | 15 | 16 [ 17 | 18 | 19

Work Center Tazk Job Order (Typehr | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Sun | Mon | Tue | Wed | Thu | Fri | Sat | Total
00550 200000404 RG 5.00 6.00 | §.00 [9.00 5.00 | 9.00( S.00 8.00 65.00
00550 200000404 LA 5.00| 3.00 | 3.00 15.00

Go to Top

@ Back
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After clicking on the link above, the following chart appears.

Employee Information

Employves Name:

Goofy, Really
Roster:

PANROLL
Az of Pay Period End Date: 082210

Leave Mformation

Beginning

‘ Type Balance

Eamed‘l..lsad Ending
YTD | ¥TD | Balance
|Annual| 240.00| 80.00|67.00| 253.00

Sick | 1,146.00 | 40.00|50.00|1,136.00

If the employee has any earned Comp Time, Travel Comp Time, Religious Comp Time, Non-
Pay Hours, etc, these will appear in the chart as well.



